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VOE No. 1, Clerical or Secretarial is a one-quinmester course that Includes three 
filing jobs and four sequential jobs. The jobs include a review of punctuation, 
capitalization, abbreviations, and the use of figures. The filing jobs include 
the skills of inspecting, indexing, coding, and sorting letters according to 
alphabetic filing rules; and trining in setting up an alphabetic index system 
with cross-references and a numeric index system for a group of letters. The 
four sequential jobs include manuscript composition and typing, vocabulary 
building, proper use of the dictionary, good reading habits, and differentiating 
between acceptable and preferable spellings; a review of good sentence structure, 
word division, and tabulation; correcting and typing rough-draft letters; filling 
out an application for federal employment; and setting up an interoffice memo- 
randum correctly from rough-draft copy. If some or all of the students are not 
currently enrolled in an office machines course, a special job on a ten-key adding 
machine will be included in this quinmester course. Training in advanced short- 
hand should be Integrated with this course of study for secretarial students. 

Indicators of Success: Prior to enrollment in this course, the clerical students 
should have attained the objectives of Intermediate Typewriting Skills (7764,41), 
and the secretarial students should have attained the objectives of Shorthand 
Basic Transcription (7748.41), 

Clock Hours: 90 



PREFACE 

The fotlowiiig course outline has been prepared to help the student 
acquire basic skills needed in performing jobs required by most offices. 
The assignment sheets located in the appendix contain materials related 
to functions that are common in the average office. Upon completion of 
this qulnmester, the student will have developed skills in filing, manu- 
script writing, tabulating, English communications, and typing letters and 
forms. Instruction on the ten-key adding machine is not required If the 
student is enrolled in an office machines course. Further development of 
shorthand skills is included Inthe three-hour secretarial block. 

This course is written for one quinmester; it is generally advisable 
to use it during the first or second quinmester of the year. The total 
number of hours of instruction is 90 hours for clerical students and 135 
hours for secretarial students. The outline consists of seven blocks of 
instruction for clerical students and an additional block of instruction 
for secretarial students. The ten-key adding machine is an optional block 
and is recommended for students not enrolled in an office machines course. 
Furthermore, any block may be optional if a student has already attained 
the objectives of the block. The program is designed to be flexible 
enough to allow time for group discussions, lectures, demonstrations, 
guest speakers, and the use of audiovisual aids. Availability of ample 
multimedia instructional materials makes small group of independent learn- 
ing possible 

Students who meet pre-entrance requirements in VOE through previous 
scholastic records should be admittied to this program. 

This outline was developed through the- cooperative efforts of the 
Instructional and supervisory personnel, the Quinmester Advisory Committee, 
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and the Vocational Curriculum Materials Service, and has been approved 
by the Dade County Vocational Curriculum Committee. 
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GOALS 

The Vocational Office Education student must be able to demonstrate: 

1. Ability to file materials properly In respect to punctuation, 
capitalisation* abbreviations, and figures, 

2. Ability to file materials using five methods and incorporating the 
skills of Inspecting, Indexing, coding, sorting, and cross- 
referencing according to basic filing rules. 

3. Knowledge- of modern techniques of records control. 

A. Ability to type a manuscript using proper form and sentence structure. 

5. Ability to type complex tabulation problems correctly. 

6. Ability to use proper references to determine correct word usage; and 
to apply typing' rules for vjord division and punctuation* 

7. Knowledge of and understanding of construction of various forms of 
correspondence. 

0. Ability to use a ten-key adding machine by touch. 

9. Ability to write shorthand for letters dictated at required speeds 
and to transcribe the letters in mailable form. 
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SPECIFIC BLOCK OBJECTIVES 



BLOCK I - FILING 

The student must be able to: 

1. Demonstrate an understanding of 20 filing rules by properly 
inspecting, coding, sorting, and filing 15 given letters alpha- 
betically, numerically, chronologically, geographically, and 

by subject. 

2. Cross-reference correctly five given miniature letters and inter- 
file the letters and cross-references, 

3. Apply filing rules in the alphabetic filing of ten names that 
contain hyphens, colons, commas, capitalization, semicolons, 
quotation marks, and abbreviations. 

4. Demonstrate an understanding of a v;ide range of filing techniques 
by answering three questions correctly. 



BLOCK II - MANUSCRIPTS 

The student must be able to: 

1. Type a five-page manuscript from a given rough draft form contain- 
ing proofreader's marUs, using correct margins, spacing, footnotes, 
table of contents, bibliography, and Indentions. 

2. Type a two-page original manuscript correctly. . 

3. Answer correctly seven given questions that pertain to the struc- 
ture of a manuscript. 

BLOCK III - TABULATIONS 
The student must be able to: 

1. Type a three-column prublem properly from a given rough draf t •- 
centering the problem vertically and horizontally on an SV* x ll" 
sheet of paper, with a main heading, a secondary heading and 
columnar headings. 

2. Answer correctly five given questions about the pirocess of 
tabulating. 



BLOCK IV - ENGLISH REVIEW 
The student roust be able toj 

1. Select the proper word for completing the sentence from two 
words within parentheses in each of ten sentences. 

2. Demonstrate proper use of parentheses, the period, the conroa, 
the quotation mark, the apostrophe, the exclamation point, the 
semi-colon, the colon, the hyphen, and the dash by proper 
placement in ten given unpunctuated sentences. 

3. Type ten given sentences correcting errors in capitalization, 
abbreviations, and figures. 

4. Correctly divide a list of ten given words at a given signal 
according to rules of word division. 

5. Use a dictionary, if necessary, for correct meanings, and type 
five cor'rcct sentences using at least one of five given words 
in each, sentence. 



BLOCK V - LETTERS AND FORl^IS 
The student must be able to: 

1. Fill out an application form for federal employment correctly 
and completely, using a typewriter. 

2. Correct all errors in a rough-draft letter and type the finished 
copy in a designated letter style, adding letter parts that are 
missing. 

3. Retype a rough draft interoffice memorandum correcting all errors 
and using various textbooks for references. 



BLOCK VI - TEI5-ICEY ADDItJG !u\CUINE 
The student must be able to: 

1. Change the tape and ribbon correctly on the machines available 
and In use. 

2. Operate the tcn-koy adding; machine by touch using the proper 
flngci'lng technique. 

3. Solve 10 addition, lU subtraction, and 10 multiplication problei 
of varying difficulty with oO [percent accuracy in 30 minutes. 
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BLOCK vn - SHORTHAND SPSEDBUILDING AND TRANSCRIPTION (Secretarial Students 
Only) 

The student must be able to: 

1. Take shorthand at least 5 words per minute above her previous level. 

2. TranGcrlbe mailable copy from this dictation. 
BLOCK VIII " QUrWESTER POSTTEST 

The student must be able to; 

1. Satisfactorily complete the qulnmester posttest. 
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Course Outline 



VOCATIONAL OFFICE EDUCATION, CLERICAL - 76A5 
VOCATIONAL OPPICE EDUCATION, SECRETARIAL - 7758 
(VOE No. 1, Clerical or Secretarial) 

Department 48 - Quln 7645.02 

7758.02 



FILING 

A. Methods of Filins 

1. Alphabetic 

2. Subject 

3. Chronological 

4. Numeric 

5. Geographic 



B. Filing Rules 

L. Individual names 

2. Alphabetic order 

3. Surname alone or with initials 

4. Surname prefixes 

5. Firm names 

6. Firm names containing complete individual names 

7. Articles "the" and "a" or "an" 
3. Hyphenated names 

9. Abbreviations 

10. Conjunctions, prepositions, and firm endings 

11. One or tvJo words 

■ 12. Com ound geographic names 

13. Titles or degress 

14. Possesslves 

15. U. S. and foreign government 

16. Other political divisions 

17. Number a 
IB. Addresses 

19. Bank names 

20. Married women 



C. Inspecting 
U. Indexing 



E. Coding 



F. Sorting 

0. CL'OOB-Refoi'cnclng 



1. Automatic information retrieval 

2. Records Control' 

3. Types; ot filing cabinets^ 
/^i, Types of folder £i and guldc« 



II. MiVNUSGRIPTS 



A. Form 

1. Margins 

a, Luft bound 
b* Top bound 
c. Unbound 

2. Spacing 

3. Indentions 

Bt Headings 

C. Rough Drafts 

D» Footnotes 

E. Pagination 

1. Top o£ paper 

2. Bottom of paper 



III* TABULATIONS 

A. Columns 

U Centering 

a. Vertical 

b. Horizontal 

2. T\.-o ur more columns 

Headings 
1» Main 

2. Secondary 

3. Cf)Lupnar 



IV. ENGLISH REVIEW 

A. Punctuation 

B. CapltallaatLon 

C. Abbreviations 
D* Figures 

li, Synonyivis 

Word Division 

G* Compuslt ion 

H* Dictionary 

U Accept.able ^polling 
2. Pr<^fcrablo JipclUng 

Word division 
4. v;ord moaning 
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I. Phonetics 
J ♦ Grammar 



V. LETTERS AND FORiMS 

A* Federal Employment Form 

1. Correct information 

2. Complete Information 

3. Neatness 

4. Typing correctly on lines 

B. Rough Drafts 

1, Letters 

2. Interoffice memorandums 

0. ZIP Codes and State Abbreviations 

D. Styles 

1. Block 

2. Modified 

3. Hanging Indented (Inverted paragraphs) 

4. Simplified (.il^S) 

E. Punctuation * 

1, Open 

2. Mixed 

iVI. TEN-KEV ADDING M.\CHINE 

4 

A. Parts of the Machine 

B. Tape and Ribbon Change 

C. Touch Mastery of the Basic uperatlont; 

1. Addition 

2. Subtraction 

3. Multiplication 
4» Division 

VII. SaoaTHAND SPIiEDBlilLDlNO AKD TIUKSCUIPTION (Secretarial Students Only) 

A. Review of Fundamentals and Short Forms 

B. Dictation from Tapei; at Increasing Speeds 

C. Transcription Skill Building 

VIII. QUIliMESTER POST-TEST 
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BIBLIOGRAPHY 
(VOE No. 1, Clerical or Secretarial) 



Basic References: 

1. Aumer, Robert R. , and Burtness, Paul S. Effective Enough tot 

Business conimunicatlon . 6th ed. Cincinnati: South-Westem 
publishing Company, 1970, 

2. Clerical Office Procedures . 5th ed. Cincinnati: South-Westem 

Publishing Company, 1973. 

3. Gregg, John R. , and Others. Gregg Speed Building. Diamond Jubilee, 

Series . 2nd .:d. New York: Gregg Division of McGraw-Hill 
Book Company, 1972. 

4. Himstreet, William C. , and Others. Business English In Communica- 

tions. . 2nd ed. Englewood Cliffs: rrentice-Hall, Inc., 1970. 

5. Kahn, Gilbert, and Others. Pro{>res5lvc Filing. 8th ed. New York: 

Gregg Division of McGraw-Hill Book Company, 1969. 

6. Leslie, Louis A., and Zoubek, Charles E. Gregfi Transcription, 

niamond Jubilee Series . 2nd ed. New York: Gregg Division 
of McGraw-Hill Book Company, 1972. 

7. Lessenberry, D. 0., and Others. Century 21 Typewriting. Cincin- 

nati: South-Westem Publishing Company, 1972. 

8. Meehan, James R. , and Others. .^<>cretarial Office Pgocef;;^?.' 

8th ed. Cincinnati: South-Western Publishing Company, iv/z. 

9. Pasewark, William R. , and Cornelia, Nicholas J. Ten-Key Ad<^i"g- 

Listing Machine Course . 4th ed. Cincinnati: South-Westem 
Publishing Company, 1971. 

10. Rowe, John L., and Others. Tvoing 300 . Vol.2. New York: Gregg 

Division of McGraw-Hill Book Company, 1973. 

11. Stewnrt, Marie M. , and Others. Business English and Communication. 

4th ed. :Jow York: Gregg Division of McGraw-Hill Book Company, 
1972. 

Supplementary References: 

12. " Agncw, I'eter L., and Others. SnoreUrlal Office >^'^^ctice. 7th ed. 

Cincinnati: Soiith-Western lubllshing Company, 1966. 

13. . rl p.fical Office Practice . 4th ed, Cincinnati: 
'-^■^t^tgj.j.QPn }.'ub'li.shing Company, 1967. 

14. Atfc'haif. Prcd C, and Others, f^^neral Office Practice. 3th ed. 

Mew York: Gregg Oivlaion of McGraw-Hill Rook Company, 1968. 
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^ 15. Balsley, Irol Whitmore.and Robinson, Jerry W. I ntegrated Secretarial 
Studies. (Jubilee) , Cincinnati! South-Western Publishing 



Company, 1964, 



16. Balsley, Irol './liitmore, and Wanous, S. J. Shorthand Transcription 

Studies , 4th ed, (Jubilee). Cincinnati: South-Western 
Publishing Company, 1968. 

17. Bassett, K, D, , and Others, Business FilinR and Records Control , 

3rd ed, Cincinnati; South-Western Publishing Company, 1964, 

18. Bourne, Charles P, Methods of Information Handling . New York: 

John Wiley and Sons, Inc., 1963. 

19. Chamborlin, Coleman R. Filing Facts. New York: National Filing 

Aid Bureau, 1963. 

20. Cloke, Marjane,and Wallacfi, Robert. The Modern Business Letter 

Writers Manual. New York: DoubleHay, 1969, 

21. Crawford, James T., and Othv-'rs, 20th Century Typewriting , 9th ed, 

, Cincinnati: South-Westert\ Publishing Company, 1967, 

22. Fahrner, William F. , and Gibbs, William E. Basic Rules of Alphabetic 

. Filing, Programmed . CincinnaM: South-Western Publishing Company, 
1965. 

23. Gable, Dorothy Yi How To Get a Job and Keep It . Austin! Steck- 

Vaughn Company, Division of Intext Education Publishers, 1969, 

24. Gavin, Ruth and Sabin, William A. Reference Manual for Stenographers 

and Typists . New York: Gregg Division of McGraw-Hill Book 
Company, 1961. 

23o Gregg, John Robert and Others. Applied Secretarial Practice , 5th ed. 
Now York. Gregg Division of McGraw-Hill Book Company, 1962, 

26.. ^. Most Use d V/or d s and Phrases, Diramond Jubilee Series , 

New York: Gregg Division of McGraw-Hill Book Company, 1963, 

27. Guthrie, Moarl R. Alphabetic Indexing. 3rd ed, (Text-Workbook). 
Oincinnritii South-'./estern Publishing Company, 1965. 

?8. Handy, Ralph S., and Cliffton, Kathorine. B usiness Knglish in 

Practice . ?.nd cd. (Text-Workbook). New York: Pitman Publishing 
Corporation, 1956, 

29, Kahn, Gilbert, nnd Others. Progr essive Filing . Sth ed. New York: 

Gregg Division of McGraw-Hill Book Company, 1969. 

30. Kun^,, Linda Ann, and Viscount, Robert R, Write Me a Ream- -A Course 

in Controll(3d Co mposition for Job Trai ni ng and Adult Education , 
Mew York: teudicra Cullcgu I'ru.ss, 1 973. 
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31. Lamb, Marion M. Word Studies * 6th ed. Cincinnati: South- 

western Publishing Company^ 1971. 

32. Lanham, Prank W., and Others. Business English and Cottanunicatton . 

3rd ed. New Yorkj Gregg Division of McGraw-Hill Book Company, 
1967. 

33. Leslie, Louis A. 20.000 Words . 6th ed. New York: Gregg Division 

of McGraw-Hill Book Company, 1971. 

34. Liles, Parker, and Others. Typing Mailable Letters . 2nd ed. 

New York: Gregg Division of McGraw-Hill Book Company, 1969. 

35. Place, Irene, and lopham, Estell L. Filing and Records Management . 

Englewood Cliffs: Prentice-Hall, Inc., 1966. 

36. Rahe, Harves. Business Letters for. Typing . 3rd ed. New York? 

Pitman Publishing Company, 1969. 

37. Schachter, Norman. English the Easy Way . 3rd ed. (Text-Wptkbook). 

Cincinnati: South-Western Publishing Company, 1969. 

38. Selden, V/illiam H. Filing and Finding . Englewood Cliffs: Prentice- 

Hall, Inc., 1962. 

39. Weeks, Bertha M. Filing and Records Management . New York: The 

Ronald Press Company, 1964. 



Periodicals: 

40. Balance Sheet. The . Clt^lnnatl: South-Western Publishing Company. 

Monthly. 

41. Business Education Forum . Washington: National Business Educa- 

tion Association. Monthly. 

42. Business Education World . New York: Gregg Division of McGraw-Hill 

Book Company. Six Issues yearly. 

43. Journal of Business Education . Wllkcs-Barre: Robert C. Trethaway. 

Monthly. 

44. Today's Secretary . New York: Gregg Division of McGraw-Hill Book 

Company. Monthly, September through June. 



Films: 

1. Duties of a Secretary . 16 mm. 30 min. B/W. Sound. Dade County 

public Schools. #1-31314. 

2. Secretary. The; Taking Dictation . 16 mm. II mln. B/W. Sound 

Dade County Public Schools. #104015. 
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Filmstrips: 

3* Flllnp Rules , Parts 1 and 2. Progressive Piling Series , 2 film- 
strips, 1 record. Gregg Division of McGraw-Hill Book Company. 

4. Method and Procedures . Parts I and 2. Progressive Piling Series. 
2 filmstrips, I record, Gregg Division of McGraw-Hill Book 
Company, 

Practice Sets: 

1. Bassett, E. D. , Agnew, Peter L., and Goodman, Daniel. Piling Office 

Practice . 3rd ed. Cincinnati: South-Westem Publishing Company, 
1964. 

2. Cleary, Joseph B. English Style Skill-Builders (Self- improvement 

kit). New York: Gregg Division of McGraw-Hill Book Company, 
1967. 

3. Kahn, Gilbert, Stewart, Jeffrey R. , Jr., and Yerlan, Theodore. 

Gregg Quick Filing Practice . New York: Gregg Division of 
McGraw-Hill Book Company, 1965. 

4. . Progressive Filing . 8th ed. New York: Gregg Division 

of McGraw-Hill Book Company, 1969. 

5« . Workbook Exercises' in Alphabetic Filing . 2nd ed. 

New York; Gregg Division of McGraw-Hill Book Company, 1971. 



Learning Activity Packages: 



Touch Typing ; 



1. 


Horizontal and Vertical Centering 


llS-MP-22 


2. 


Page-Line Gauge 


llS-MP-23 


3. 


Word Division 


llS-MP-24 


4. 


Variations in Centering 


llS-MP-25 


5. 


Parts of Letters 


llS-MP-26 


6. 


Proofreaders* Marks 


llS-MP-28 


7. 


Tabulation with Main and Secondary Headings 


llS-MP-29 


8. 


Tabulation with Columnar Headings 


llS-MP-30 


9. 


Ou*-. lines 


llS-MP-31 


10. 


Manuscripts 


llS-MP-32 
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APPENDIX 
Quinmester Posttest Sample 



QUINMESTER POST-TEST 



INSTRUCTIONS: Each of the following statements Is either true or 
false. Indicate your answer by writing TRUE or 
FALSE In the blank provided. 

1. The heading of a letter consists of an address llnei a city 
and state line, and a date line. 1. 

2. If the left margin Is set at 20 and the right margin Is 
set at 80, you are using proper settings for a 60-space 

line on a pica typewriter. 2. 

3. ZIP codes only contain two digits. 3. 

A. A divider line at the bottom of the page before a 

footnote Is necessary In a manuscript. 4. 

5. If you write the same letter to several Individuals, 
you no longer have to take the time to proofread after 

the first few letters.. 5. 

6. It Is a good Idea tu list your friends as references on 
a job application form because they will give you a 

good recommendation. 5. 

7. Tabulation problems usually are centered both verti- 
cally ancJ horizontally. 7. 

8. An Interoffice memorandum should resemble a letter as 

much as possible. 8. 

9. You can find local ZIP codes In a telephone directory. 9. 

10. A manuscript has one and one^-half inch side margins. 10. 

11. The proofreader's symbol '•SS** means subject's signature. 11. 

12. Reference Initials at the end of an Interoffice memo- 
randum are not necessary, 12. 

13. In a letter, a company lino Is usually placed two lines 

after the complimentary close. 13. 

14. A quotation that contains two or less lines Is single 

spaced and Indented five spaces on both sides. lA. 

15. It is a good idea to eKaggerate your qualifications 

when applying for a job. . 15. 

16. Before you apply for more than one job, It Is best to 
wait for the results of the first Interview and/or 
application. 16. 

IP/ 
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I7t A manuscript should be single spaced. 17* 

18. The backspace centering method of doing a tabulation 
problem allows you to avoid counting spaces. 18. 

19. The filing system In which records are filed by topic 

Is called the subject system. 19. 

20. Marking correspondence with filing captions Is called 
coding. 20. 

21. Arranging papers In proper filing sequence before they 

are stored Is called storing. 21. 

22. The piece of cardboard or metal attached to the top of 

a filing guide is called a tab. 22. 

23. A miscellaneous filing folder contains correspondence 

about several topics. 23. 

24. Filing is the logical organization and storage of infor- 
mation. 24. 

25. The term "inspecting** in filing refers to the marking 

of correspondence. 25. 

26. It is rot a good idea to keep your eyes on the copy 

when operating the ten-key adding machine. 26. 

27. The ten-key adding machine is considered a printing 
calculator because the numbers and calculations are 

printed on a paper tape. 27. 

2S, The ten-key adding machine is a simple machine to 

operate* 28. 

29. All filing jobs Involve reaching and stooping. 29. 

30. The most modern technique for filing Involves the use 

of file folders and filing cabinets. 30* 

31. In tabulating ml:<ed numbers , fractions are not counted 

as part of the column width. 3l» 



INSTRUCTIONS: Complete each of the following statements by 

writing the missing word or words In the space 
nrovlded. 

1. TUc salutation in a letter must asrec with the first line 
of the • 



2* Anyone typing a letter for someone else must Include 

at the end of the letter. 



3. It there is noLhin^ after the salutation or the complimentary 
closer wa are u^na punctuation In a letter. 



«12- 



4« The new ZIP code directions state that all addresses on 
envelopes should be spaced, 

5. A comolete listing of books, articles, periodicals, and other 
references at the end of a manuscript Is called a/an 



6. Always ^ or put In all capitals the title of a 

book. 

7. A letter should be before It Is removed from 

the machine. 

8. A manuscript has Inch side and bottom margins 

except on the side where It Is bound. 

9. Always space after a main heading. 

10. A columnar heading In a tabulation problem should be 



In order to distinguish this heading from the rest of the 
CO lumn « 

11. The "Rules for Word Division" state that we cannot divide a/an 

letter syllable at the beginning of a word. 



12. When preparing a manuscript, you always do a 
before typing a finished copy. 

13. You use a filed correspondence. 

<j>^Q system Is the most common type of filing 

system. 

15. You must ____ « - a paper that Is filed elsewhere, 

16. There are three types of bindings that Influence margins! 



INSTRUCTIONS: Select the correct word or the preferred spelling. 

Answers 

1. Your name will (proceed, precede) mine , on the list. 1. ' 

2. 



2. He was (formally, formerly) the head of that depart- 
ment, 

3. We cannot (advise, advice) you unless we have all the 
facts. 

4. He served as (counsul, counsel) for the defense. 4. 

5. Your (grammar, granmer) Is Incorrect. 5. 

6. The next (Installment, Instalment) Is due soon. 6. 



13. 



7i He is (anaemic, anemic). 7t ,, 

8. A (catalog, catalogue) is used by many businesses* 8^ 

9. File the memorandums by subject in the (respectful t 
respective) folders. 9. 

10. You will find the correct price stamped on (most, 

almost) every garment in the store. 10. , 

INSTRUCTIONS: Retype the following sentences. Insert punctuation 
(dashes, period, question marks, exclamation points, 
semicolons, commas, colons, parentheses, hyphens, 
apostrophes, and quotation marks) as needed. 

1. Will you please have your check in the mail by Monday 

2. Wliat Have you been idle all morning 

3. Mrs. Jones formerly Kiss Smith asked how I knew the reason 

4. Jane will do the job, will she not 

5. Some veil to do people and I was one of them--needed help 

6. You are right we do need help 

7. Another copy of Chapter V The Advantages of Sewing Is needed 
Jacks copy came after we left 

9. We need a good worker a really good one 

10. There is room for improvement however she has done nothing 

INSTRUCTIONS: Retype the following sentences. Correct errors In 
capitalisation, abbreviation, and figures as needed. 

1. 50 people were listening. 

2. Mr. James T. Smith, Junior, did not have 50 cents in his pocket. 

3. there are one thousand two hundred seniors graduating. 
4* The address is 1410 N.W. 3 Street. 

5. How many paople are there in north and Central America? 

6. A Nc. of people have left. 

7. There are three hundred fifty-five students in the progranii 



8. The title of the book Is the fundamentals of recordkeeping. 



9. Mister John J. Jones needed help because of Increased 
responslbUltles. 

10. Frank Borman, the Astronaut, will give a speech. 



F, INSTRUCTIONS: 



If the right margin bell rang on the first letter 
of each of the following words, Indicate the best 
place to divide the word by retyping the word with 
a hyphen at that place. If the word cannot be 
divided, retype the word without a hyphen. A 
dictionary Is permitted. 



1. area 

2. theoretical 

3. there 

4. recreation 

5. reliable 



6. recommendation 

7. juror 

8. weaver 

9. Carolyn 
10. thinnest 



G. INSTRUCTIONS: Type five original sentences using each of the 

following words correctly. A dictionary should 
be used If there Is any doubt as to meanings. 

1. articulation 

2. conversely 

3. ambidextrous 

4. perception 

5. alleviate 

H, INSTRUCTIONS: Select from the answer list the term or symbol that 

best fits the description in each of the numbered 
items. Write the letter that Identifies the terra 
in the answer column. 



Answers 

a. Indexing e. # 

b. reference Initials f. divider line 

c. block style g. tabulation 

d. cross-reference h. triple 



1. ZIP codes m. r 

j, release n. microfiche 

k. filing 

1. incoming 



1. The logical organization and storage of information of 
all kinds. 

2. All parts of this letter start at the left margin. 

3. A proofreader's mark for leaving a space. 

A. The amount of space needed before the body of a 
message in .in interoffice memorandum. 

5. Selecting the caption under which a record is to be 
filed. 

6. Typing material in columns. 



1. 
2. 
3. 

A, 

5. 
6, 



ERIC 



-15- 



QUINMESTER POST-TEST KEY 



u 


True 


17. 


False 


B. 1. 


Inside address \. 


2. 


False 


18. 


True 


2. 


reference initials 


3. 


False 


19. 


True 


3. 


open 


4. 


True 


20. 


True 


4. 


single 


5. 


False 


21. 


False 


5. 


bibliography 


6. 


False 


22. 


True 


6. 


underscore or underline 


7, 


True 


23. 


True 


7. 


proofread 


8. 


False 


24. 


True 


8. 


one 


9. 


True 


25. 


False 


9. 


triple 


lu. 


False 


26. 


False 


10. 


underscored or underlined 


U. 


False 


27. 


False 


11. 


one 


12. 


False 


23. 


True 


12.. 


rough draft 


13. 


True 


29. 


False 


I3t 


roider 


14. 


False 


30. 


False 


14. 


alphabetic 


15. 


False 


31. 


True 


15. 


cross-reference 


16. 


False 






16. 


unbounc\ top boundi side bound 


I. 


precede 










2. 


formerly 










3. 


advise 










4. 


counsel 










5. 


grammar 










6. 


installment 








7. 


anemic 










3. 


catalog 












respect Ive 








10. 


almost. 
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7, A notation that a paper Is to be filed elsewhere. V. 

8« The way a typist Identifies herself on typed 

material. ^* 

9, Post offices recommend that this Identification 

be on all envelopes, 9, 
10. Separates a footnote from the body of the manu- 
script. 

U. Mark on correspondence that Indicates approval 

for flUns. \\* 

I?.. Letters that must be released before filing. 12. 

13. A proofreader's mark for deleting material. 13. 

14. A modern media for filing. 



I. PIU\CTICAL APPLICATION 

Practical application problems that measure both speed ar.d accuracy 
should be provided by the Instructor. Suggested performance tests 
may be found for-- 

1. FlUna 1" qulnmcster course of study for Filing and Finding 
(7742.01) or in commercially prepared tests. 

2. Tabulating In the Teacher's Guide for To uch Typing, LAP 29 
(Tabulation with Columnar Headings). 

3. Manuscripts In the Teacher's Guide for T ouch Typing, LAP 32 
(Manuscripts). 

4. Letters and forms In any typing bouk. 

5. Ten-ksv adding machine In appropriate textbooks or accompanying 
cotamerclally-prepared tests. 



J. SECRETARIAL STUDENTS ONLY 



Since this course of study may be used during the first or second 
qulnmestcrs of the year, the course of study In short.hand will 
depend unon the time of the year that the student Is taking this 
course. Therefore, consult the appropriate qulnmestcr course of 
study-Shorthand Speed Building o- Shorthand Transcr lptlon--for 
suggested testing procedures that arc applicable to the Individual 
progress of the student. 



ERIC 



-17- 



(other punctuation In some instancies id acceptable*) 

D. 1. Will you please have your check in the mall by Monday. 

2. What) Have you been Idle all morning? 

3. Mrs. Jones (formerly Miss Smith) asked how I knew the reason, 

4. Jane will do the job, will she not? 

5. Soma well-to-do people"*and I was one of them««needed help. 

6. Yv3U are right; we do need help. 

7. Another copy of Chapter V, "The Advantages of Sewing," is needed 

8. Jack's copy came after we left. 

9. We need a good worker--a really good one. (!) 

10. There la room for Improvement; however, she has done nothing. 

E. I. Fifty people were listening. 

2. Mr. James T. Smith, Jr., did not have 50 cents in his pocket. 

3. There are 1,200 seniors graduating. 

4. The address is 1410 N.W. Third Street. 

5. How many people are there In North and Central America? 

6. A number of people have left. 

7. There arc 355 students in the program. 

8. The title of the book Is The Fundamentals of Recordkeeping . 

9. Mr. John J. Jones needed help because of Increased responsibilities* 
10. Frank Borman, the astronaut, will give a speech. 



F. I. area 6. recom-mendatlon 

2. theo-retlcal 7. juror 

3. there 8. weaver 

4. recrea-tion 9. Carolyn 

5. rcll-able 10. thln-nest 



G. The teacher will evaluate this section on an Individual babis. 



H. U k 8. b 

2. c 9. l 

3. e 10. f 

4. h U. j 

5. a , 12. 1 

6. g 13. iti 

7. d 14. n 



I. Teacher keys wlU vary. on this section depending on resources used. 



J. The criteria to be used for grading t.iis section may be found in 
Shorthand Speed Building or Shorthand Transcription . 
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BEST COPY AVAILABLE 



Office of Vocational and Adult 

Education 
Oade County Public Schools 
1450 Northeast Second Avenue 
Miami, FL 33132 



Assignment Sheet #1 
VOE, CLERICAL/ SECRETARIAL 
Quln 7545.02, 7758.02 
Page I of I pages 



MANUSCRIPTS AND TABULATION 



A. RESOURCES 

1. Agnew, Peter L.; Meehan, James R.; and Pasewark, William R. 
Clerical office Practice . 4th ed. Cincinnati: South- 
Westurn Publishins Company, 1967. 

2. Crawford, T. James j EricUson, Lav?rence W.; and Lessenberry, 
D. D. gntth Century Tvnc Titing . 9th ed. Cincinnati: South- 
Weatorn Publ'shins Company, 1967. 

3. Stewart, Marie M. ; Lanham, Frank W. ; and Zimmer, Kenneth. 
Business English and Communication . 3rd ed. New York: 
Gregg Division of McGraw-Hill Bool; Company, 1967. (Units 
I and 2). 

B. TO THE STUDEOT: 

Read Units I and 2 (pages I through 23) In Bnslness Enfillsh and 
Communication. . It is necessary that you have a good dictionary, 
typing paper, and correction paper or fluid before proceeding 
further. 

office I'ork AsKliir.ments 



1. 



On pase 16 of Ruslnoss EnnH -1^ ^^^^ Communication, you will find 
a list of words under "F." Type a one-page "J^""^"^^ "^^"f. 
these words properly. A rough draft should be J^^. 
typewriter must bo used in preparing tii rough draft as well as 
the finished copy. Remember, manuscripts must have one-lnch 
margins, double spacing, and five-space Pf JS^^P^/^^^J^Jj"'' 
If you have forgotten how to type manuscripts, get a typing 
text, an office practice text, or a Touch Typing LAP and 
review the unit on this subjec.t. 



2. 



on the samt. page of this business English text, there Is 
ano her list of words under "E." Vou are to make up a tab 
problem using these words as the first column and the words 
of similar meanings as the second column. Compose a main 
heading and two columnar headings. Leave ^PPf'^^Jf.^-^^y f ,^ 
spaces between the columns and double space ^^^f .^°/y^^^ 
up to you to center the problem vertically and horizontally 
on a full sheet of paper. 
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3, On page 22 of the business English text, thtre is a list of 
words under "D*" Set up another tab problem using these words 
as the first column and the proper divisions of these vords 
as the second column* A review of word division can be found 
in your COP text on pages 598 through 599. Use "Word Division" 
as your main heading and "When the Bell Rings at the Beginning 
of the Word" as your secondary heading* Ho columnar headings 
are necessary* Decide what you want to leave between columns 
and double space the body. The problem must be centered both 
vertically and horizontally on a full sheet of papert 

A* When all of the above work has been completed^ a cove?' sheet 
must be prepared before submitting the assigned work to the 
instructor* This cover sheet should have the standard head- 
ing in the upper right corner, "Instruction Sheet #1" as. the 
main heading, and a double-spacjd listing of the problems 
that were done such as "Rough Draft of Manuscript," "Manuscript," 
"Similar-Meaning Tabulation Problem, ' and 'Word Division Tabu- 
lation Problem." 
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BEST copy /IMyRi E 

EXiVMINATION FOR ASSIGNmiTT SHEET H 



Business English 

Give the noun forms of the following verbs: • 

1, describe 

2, acquit 

3, prepare 
U» observe 

5. hesitate 

Give synonymns for the following: 

6. casual (seven letters beginning with ''o ') 

7. a.)proKlmately (five letters beginning with "a ') 
0. humorous (five letters beginning with "f ') 

9. commence (five letters beginning with 'b") 
10. colossal (four letters beginning vlth "h") 



Answers 


I. 


description 


2. 


acquittal 


3. 


preparation 


4. 


observation 


5. 


hesitation 


6. 


offhand 


7. 


about 


8. 


funny 


9. 


begin 


10. 


huge 



Office Practice (Answer In answer column only) 



1. A manuscript has 



2. 
3. 

4. 
5. 

6. 



7. 

8. 

9. 
10. 



Inch sldj and bottom 



margins except on the side where It Is bound. 
A manuscript Is always spaced. 
You should clear both margins and all 
before doing a tabulation problem. 
Always space after a main heading. 

Vou should allow from l-i to __lnches at 

the top of tUo iitcl Ddr.G of a manuscript. 
The -centering method of doing a tabu- 

lation problem allows you to avoid counting 
spacer . 

Columnar headings In a tab problem should be 

in order to distinguish this heading 
from the rest of the column. 
Rules for word division state that we cannot 
divide a/an letter syllable at the 

begin ing of a word. 

When typing a manuscript, you always do a ^, 

before making a finished copy, 
if you are setting one- Inch margins, the left 
margin Is set, at 12 and the right margin Is S£t 
at ,• 



Answers 

1. one (I) 

2. double 

3. tab stops 

4. triple 

5. 2 

6. backspace 

7. underscored 

8. one (1) 

9. rough draft 
10. 95 



Office of Vocational and Adult 

Education 
Dade County Public Schools - 
1450 Northeast Second Avenue 
Miami, FL 33132 



Assignment Sheet #2 
VOB, CLERICAL/SECRCTARZAL 
Quln 7645.02, 7758.02 
Page 1 of I pages 



PROOFREADING 



A. KESOURCES; 

1. Agnew, Peter L.; Meehan, James R.; and Pasewark, William R. 
Clerical Offlco Practice . 4th ed. Clhclnnatls S^uth-Wostern 
Publishing Company, 1967. 

2. Crawford, James T.; Erickson, Lawrence W.; and Lessenberry, 
D. D. 20th Century Typewriting . 9th ed. Cincinnati: South- 
western Publishing Company, 1967. 

3. Stewart, Marie M. ; Lanham, Frank W.; and Zimmer, Kenneth. 
Business English and Communication . 3rd ed. New York: Gregg 
Division of McGraw-Hill Book Company, 1967. (Unit 3 and Unit 6). 

B. TO THE STUDEOT: 

Before attempting any of the work below, read Unit 3 (pages 23 
through 23) and Unit 6 (pages 51 through 55) of Business English 
and Communication . Proofread all finished copies. All errors 
should be corrected with correction paper or fluid— DO NOT USE AN 
ERASER. 

Office v/urk Assignments 

1. There are four application exercises on pages 20 and 29 of 
Business English and Communication. Your job Is to determine 
the correct wurd to use in all of the sentences. VJhen you 
are sure that aU 40 of your answers are correct (use a dic- 
tionary), set up a tab problem with four columns. Use the 
letters A, B, C, and D as columnar headings and "Choosing the 
Right Word" as a main heading. Do not number the words, but 
keep them in the same order as they would be if correctly used 
in each sentence. The problem should be centered horizontally 
and vertically on a full sheet of paper. The body must be 
double s.iaced. 

2. Type a one-page manuscript entitled "The Importance of Reading." 
It must be in your own words and in standard manuscript form. 

Bc! sure to keep both the rough draft and the finished copies. 

3. On page 56 under "I'/ord Study," complete problems B and G as 
directed. When you arc sure that your answers are correct, 
type a tab problem in two columns using the answers to problems 
B and C as your columns. Use "Proofreading" as a main heading 
and type two appropriate columnar headings. Please do no^ number 



For an exercise In proofreading, ask your teacher for the 
rough draft letters entitled Letter Group At Proofread and 
retype these letters* On your finished copies, use the block 
style, a 60«space line, and open punctuation* Use your own 
return address as part of the heading and find an appropriate 
Inside address In the telephone directory* 

5.* V/hen Assignments l through 4 have been completed, prepare a 
cover sheet In the same manner as the one you did In "Assign^ 
ment Sheet t/K" 



*NOTE TO THE TEACHER 

'^Letter Groups'* that are referred to In this and succeeding assignment 
shnets are tvo rough*draft letters that have been taken from various 
secretarial and business education magazines* They are referred to 
In these assignment sheets as Letter Group A, Letter Group B, Letter 
Group C, etc* In order to prepare, a "stockpile* of these rough-draft 
letters. It Is suggested that the teacher give a different letter to 
each student and have the students type these letters In manuscript 
form (without headings, return addresses, or closings) on spirit mas* 
ters as an Introductory learning activity In preparing masters for 
fluid duplicating* Students should be Instructed to make and leave 
at least oue error (typographical, spelling, grammatical, etc*) on 
every typewritten lino* After all rough-draft letters have been com* 
pleted and 20 or more copies of each hove been run on a fluid dupll* 
cator, the teacher coijild then label and arrange the letters In groups 
to be used with these assignment sheets* The identity and composition 
of letter groups should permit assurance that neighboring students, 
would not be proofreading and retyping the sa.ie letter* 



-24- 



EXAMINATION FOR ASSIGNMENT SHEET #2 



Business EngUsh (Select the correct word.) 

1, Your name wlU (proceed, precede) mine on the list, 

2, We will (Lite, sight, cite) three examples of mis- • 
management. 

3, He was (formally, formerly) the head of that department, 

4, We used the best (stationery, stationary) for the report, 

5, We cannot (advise, advice) you unless we have all the 
facts. 

6, There are many tb vses, basis, bastses) for the argument, 

7, He served as (cuunsul, counsel) for the defense. 

8, This will not (affect, effect) your standing In the 
organization, 

9, Mr. Smith Is the (personal, personnel) director, 
10. Yot^ (grammar, grammor) Is Incorrect. 



Answers 

I, precede 

2* cite 

3, formerly 

A, stationery 

5, advice 

6, bases 

7, counsel 
3, affect 

9, personnel 

10, grammar 



office Practice (Answer in answer column only.) 

1. The heading of a letter consists of an address line, 
a city and state line, and a/an 

2. The salutation must agree with the first line of the 

3. Anyone typing a letter for r-omeone else must Include 

^^^^^ at the end of the letter, 

4/ In a ^ letter, everything starts at the 

left margin. 

5, The left margin is sot at 20 and the right margin is 
set at if you are using a 60-space line, 

(elite type,) , . 

6 IJ there Is no punctuation after the salutation or the 
complimentary close. It la said that we are using 

punctuation, 

7. Always come down lines before the signature line. 

0. ZIP codes always contain - digits. 

9. ZIP code abbreviations always contain letters. 

10. The new iilP code directions ctate that all addresses 



on envelopes should be 



spaced. 



Answers 

1 , date 

2. inside address 

3, reference 
Initials 

4. block (AMS» 

NOMA) 

5, 35 

6. open 

7, four (4) 

8. 5 



9, 

LO. 



single 
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BEST COPY AVAILABLE 



Office of Vocational and Adult 



Education 
Oade County Public Schools 
1450 Northeast Second Avenue 
Miami, Florida 33132 



Assignment Sheet #3 
VOE, aERICAL/ SECRETARIAL 
Quln 7645.02, 7758.02 
Page I of V pages 



FOOT NOTES 



A. RESOURCES { 

1. Agnew, Peter L. ; Meohan, James R.; and Pasewark, WlUlam R. 
Clerical Office Practice , 4th ed. Cincinnati; South-Western 
Publishing Company, 1967. (Units 1 and 2). 

2. Crawford, James T.; Erlckson,^ Lawrence W.; and Lessenberry, 
D. D. 20th Century Typewriting . 9th cd. Cincinnati; South- 
western Publishing Company, 1967. 

3. Stewart, Marie M.; Lanham, Frank W.; and Zlmmer, Kenneth. 
Business En&Ush and Communication , 3rd cd. New York; 
Gregg Division of McGraw-Hill Book Company, 1967. (Unit 7). 

B. TO THE STUDEirrs 

Read Unit 7 (pages 57 through 63) In Business E nglish and Communi- 
cation . Tvevlew Units I and 2 In Clerical jf flce Practice (pages 
I through 56. Continue to use correction paper or fluid on all 
typed work. 

office '.'ork Assignments 

1. Type the application for federal employment on page 40 of the 
COP text. A form for this purpose Is supplied In your work- 
book. There are telephone directories In the room If you need 
addresses Tor references: , etc. li: It Is Impossible for you to 
fill In some Items, leave them blank. 

2. Type a one-page manuscript describing the Importance of good 
reading habits for an office worker. Use standard manuscript 
form for both the rough draft and the flnlsned copies (keep 
both). Make up an appropriate main heading. Vou must use at 
least two footnotcs--quotatlons for this can be found In the 
business English and the COP textbooks. Consult a typing text 
If you have forgotten the proper method of typing footnotes. 

3. on notebook paper, do the "Word Study" on page 63 of the busi- 
ness English text (white), l^en you are sure that your answers 
arc correct, type a tab probliim using these answers. Your main 
heading will be WORD iSTUDY. Columnar headings will be as fol- 
lows J Acceptable Spclllns, Preferable Spelling, Correct Spell- 
ing, Phonetic Spclllns. 
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Proofread both letters tn "Utter Group B." You can write 
all corrections directly on the duplicated copy-lncldentally, 
this copy should be kept and stapled vtth all the other v;ork 
In this assignment sheet. Otnlt numbers In parentheses that 
may have been put In the letters by mistake. Both finished cople 
of these letters shall be done In block style with 60-8pace 
lines, the school return address, and appropriate Inside 
addresses (uso telephone directory). Use a company line after 
the complimentary close (VOE COMPANY) and your own name as 
the signature line. See the typing or COP textbook If these 
Inctructlons are not clear. 

l^en all of the above problems have been completed, prepare 
a cover sheet In the same manner as the others you have done. 
As usual, all work should be scapled together In the same order 
as listed on this sheet. In case this Is not clear, the order 
Is as follows: application, rough draft of manuscript, manu- 
script, word study, letter #1, and letter #2. 
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EX^\MINATION FOR ASSIGNMEOT SHEET #3 BEST COPY Al/AIUBLE 



Business English 



Type T for true or F for false In the answer column for each 
of the" following statements j 

1. A slow reader has better comprehension that a fast 
reader. 

2. Daylight is poor light for reading. 

3. You should not read In a moving vehicle. 

4. The best readers read In thought units. 

5. Reading helps little in building a good 
vocabulary. 

Type the preferred spelling in the answer column for the 
following: 

6. installment, Instalment 

7. anaemic, anemic 
ii. advisor, adviser 

9. benefitted, benefited 
10. catalog, catalogue 



Answers 



1. 


F 


2. 


P 


3. 


T 


4. 


T 


5. 


F 


6. 


installment 


7. 


anemic 


8. 


adviser 


9. 


benefited 


10. 


cataloe 



Offcice Practice (Answer in answer column only.) 



Answers 



I. 
2. 
3. 

4. 
5. 

6. 
7. 

8. 

9. 

10. 



Before typing a footnote at the bottom of a page, 
you must first type a/an line. 



A company lino is typed two line 

u f the letter. 

A quotation that contains 



E down from the 

or more lines is 
single spaced and indented five spaces on both 
sides. 

The office worker should avoid in dress. 

A typed letter should be .^....^....^ before it is 
removed from the machine. 

Should you apply for more than one job at a time? 

Should you brag about yourself a little when 

making out an application for employment? 

Most applications for employment require that you 

list at least three references--i5 this true? 

Does the word "Ibid" in a footnote mean that we 

are rtneatiny the same quotatior.? 

Should a tab problem be centered both vertically 

and horizontally? 



1. divider 
complimentary 

2. close 

3. four (U) 

4. extremes 



5. proofread 

6. Jlfis 



7. yes_ 



8. iies. 



9« 



10. yes 



Perfurmance Te st. 

Your teacher wtU give you an at!£.ignment from the Teacher's Guide 
for Touc h Typlnii . U\P 32 (manuscript O or a similar test. 
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office of Vocational and Adult 

Education 
Dade County Public Schools 
1450 Northeast Second Avenue 
Miami, Florida 33132 



Assignment Sheet #4 
VOB, aERICAL/ SECRETARIAL 
Quln 7645.02, 7758.02 
Page 1 of 1 pages 



INTEROFFICE MEMORANDA 



A. RESOURCES: 

1. Agnew, Peter L.j Meehan, James R.; and Pasewark, WilUatr. R. 
Clerical uf flee Practice . Ath ed. Cincinnati: South-Western 
Publishing Company, 1967. (Unit 12, Part I). 

2. Crawfotd, James T.; Erlckson, Lawrence W.; and Lessenberry, 
D. D. . 20th Century Typewriting . 9th ed. Cincinnati: South- 
western Publishing Company, 1967, 

3. Stewart, Marie M.; Lanham, Frank W.; and Zlmmer* Kenneth. 
Business English and Communication . 3rd ed« (ew York: Gregg 
Division of McGraw-Hill Book Company, 1967. (Unit 8). 

B. TO THE STUDENT: 

Read Unit 8 (pages 64 through 72) In Business English and Communt« 
cation . Also read Unit 12, Part 1 (pages 433 through 454) in 
Clerical office Practice . You have typed manuscripts before, but 
this latter chapter will still he quite helpful in reinforcing 
your knowledge on this subject. 

office.WurU Assignments 

1. Summarize i In your own words, Unit rO in Business E nglish and 
Communication . This summary should be no more than one type- 
written pago In length, and it must be done in proper manuscript 
form. If you use quotes from the te:<t, they must be properly 
footnoted (sec pages 433 through 454 of the COP text). The 
main heading will be SUMMiVRY OF UNIT 8. 

2. Proofread both letters in 'Letter Group C." You can write all 
corrections directly on the duplicated copy-this copy should 
be kept and stapled with all the other work in this instruction 
sheet. Both finished copies of these letters shall be done tn 
block style witl. 60-space lines and open punctuation. Use an 
appropriate heading and inside adc'ress (use telephone directory). 
Use a company line after the complimentary close if the letter 

is from a company. 

3. Do B, D, E, F, and G (omit C) in the "Word Study" on pages 71 
and 72 o£ the same text. Set up as a tab problem with correct 
ansv'cri; in sist columns. The main heading will be WORD STUDY #2. 
Columnar headings will be A, E, F, and 
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A, Do "Office Work Assignment y/A7" on page ASA of the COP text. 
Forms are supplied on pages 111 and U3 of the COP workbook. 
Make one carbon copy only, but save the extra two forms that 
are In your workbook to uso In case you mess up the first two. 

5. Prepare a cover sheet In the usual manner. All work should be 
stapled with the cover sheet in this order*, cover, rough 
draft of manuscript, finished manuscript, the two letters, 
word study, and Interoffice memorandum with Its carbon copy. 
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EX^\MINAT10N FOR ASSIGNMENT SHEET #4 



Business English 

In the followtng words, there are choices within parenthe- 
ses for some of the letters. Type In the answer column 
the entire word as It should be spelled. 

1. gr(el, le)ve 

2. f(el, le)rce 

3. (des, dls)crlbc 

4» (for, fore, four)close 

5. (for, fore, four)gone 

6. (dcs, dls)solve 

7. there(for, fore, four) 

8. mem (a, e, o)ry 

9. volunt(a, e, o)ry 

10. (for, fore, four) ward 



Answers 

1. firl^v^ 

2. fierce 

3. describe 

4. foreclose 

5. f oregone 

6. dissolve 

7. therefore 

8. memory 

9. voluntary 
10. forward 



office Practice 



I. 
2. 

3. 
4. 

5. 



Vou should 



space before the body of the 



message in an Interoffice memorandum. 
Reference i^ust go at the end of an Inter- 

office memorandum. 

Erase on a carbon copy with a/an ^eraser. 



The salutation, the complimentary close, and the 
(forma; signature, date, subject) are usually 
omitted from an Interoffice memorandum. 
A complete listing of bool.s, articles, periodicals, 
etc., at the end of a manuscript Ic called a/an 



6. The proofreader's symbol"^'* means 

7. The proofreader's symbol means 

8. "SS" means to 

9. Always 



10. 



. 9 

or put In all capitals the title 



of a book. 
Local ZIP codes can be found In the 



Answers 

L. triple 

2. Initials 

3. pencil (s oft) 
4« signature 

5. bibliogra phy 

6. paragraph 

7. space 

8. single 6p ac6 

9» underscor e 
telephone 
10. directory 
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PILING JOB A 



A« RESOURCES: 

1. Agnew, Peter L.; Meehan, James X*i and Pasewark, William R. 
Clerical vffico Practice . 4th ed. Cincinnati: South-Western 
Publishing Company, 1967, (Unit 9, Part 1). 

2. Kahn, Gilbert; Yerian, Theodore; and Stewart, Jeffrey R., Jr. 
Pro gressive Filing. . 7th ed. New York; Gregg Division of 
McGraw-Hill Book Co., 1961. 

3. Kahn, Gilbert; Yerian, Theodore; and Stewart Jeffrey R., Jr. 
Student's Guide to Practice Materials in P rogressive Filing. 
New Series. New York: Gregg Division of McGraw-Hill Book 
Company, 1961. 

4. Lanham, Frank W.; Stewart,. Marie M.; and Zimmer, Kenneth. 
Business Enzlish and Communicat'.on . 3rd ed. New York: Gregg 
Division of McGraw-Hill Book Company, 1967. (Units 23, 24, 
and 25). 

B. TO THE STUDENT: 

For the Business English portion of this job, you must read 
Units 23, 24, and 25 of your Business English textbook. Business 
English and Communication . While reading these units, write the 
. answers ONLY to the class practice anJ proofreading practice drills 
on a sheet of notebook paper. After doing all three of these units 
in this manner, ask your teacher for the key and correct your 
answers. If an answer is wrong, write the reason on your paper (if 
a reason is given). 

V^cn you are sure that you understand these three units, ask your 
teacher for the tests on Units 23, 24, and 25. These tests must 
be taken on the typewriter. Use the standard heading in the upper 
right-hand corner of the paper. The main heading will be FILING 
JOB #1 BUSINESS ENGLISH TEST} columnar headings will be Unit 23, 
Unit 24, and Unit 25. The answers will be listed in these three 
columnar headtngS'-numbcr the answnrs as you go along. Upon comple 
tlon of these tests, take them to your teacher to check. If your 
test scores are too low, you may have to be retested; therefore, 
it is important that you prepare yourtelf properly before taking 
the tests. 



For an Introduction to the flUng unit of this work, read Unit 9, 
Part I (pages 245 through 250), In Clerical Office Practice. , After you 
have read this, obtain a filing practice set from your teacher. You 
will also need to check out two books ■■ Progressive Filing and Student's 
Guide to Practice Materials in Progressive Filing * Read pages 3 and 9 
in Prngy^fifliv ft ly^Hnp. Starting at the bottom of page 9 are the first 
basic lnde:;in3 rules. Read the first four rules and study the examples 
thoroughly. If you haven 'i already done so, obtain a mimeographed copy 
of all the basic Indexing rules from your teacher--thls Is your personal 
copy and should be kept in your VOE folder at all times. 

Turn to page I of the manual. Student's Guide to P ractice liaterlals 
In ProgressiVQ Filing . Make sure that you have all t»»e materials neces- 
sary for the "Daslc Set." After checking the contents of your filing 
materials thoroughly, turn to page 3 of the manual and begin following 
the Instructions. CAUTION: Disregard all Instructions that require you 
to write on the practice materials. Do Jobs I and 2. If you cannot 
Index the cards without writing on them, obtain a set of blank Index 
cards from your toucher and type the names on them. At you finish each 
Job, check to see If you Indexed the cards properly. Job I order should 
be 5, 2, 6, 10, 3, 9, 4, I, 7j and 3. Job 2 order Is lU, 13, 15, U, 14, 
17, 20, 12, 19, and 16. If you are In doubt as to why these cards were 
arranged In this order ask to see the teacher's key so that you can see 
the correct indexing units of each of the names. Incidentally, it should 
be understood that this can be done upon the completion of anj^ practice 
job— in other words, this latter statement will not be repeated after 
every job. MICE THi\T THE "EXERCISES" IN PROGRESSIVE FILING CORRESPOND 
TO THE "JOBS" IN THE ORANGE MANUAL. 

After completing Job 2, read "Section TS^o' In Progressive Filing. 
You are now ready to go to Jobs 3 and 4 in the orange manual. Check to 
see that you placed these cards In the correct order: Job 3-«25, 22, 
27, 29, 24, .21, 26, 20, 30, 23; Job 4-37, 34, 35, 33, 33, 31, 40, 36, 
32, 39. 

After completing Job 4, read "Section Throe" In Prot^resslve Flllna. 
Proceed to Jobs 3 and 6. Check ♦:he accuracy of your work; Job 5—45, 
46, 41, 48, 47, 44, 42, 49, 43, 50} Job 6-53, 51, 56, 54, 57, 52, 59, 
55, 38, 60. 

After completing Job 6, read "Section Four' In Progressive Filing. 
Proceed to Jobs 7 and 3. Check the accuracy of your work: Job 7—62, 
69, 63, 64, 70, 67, 66, 65, 60, 61; Job 3-00, 75, 90, 88, 72, 84, 86, 
87, 82, 33, 09, 71, 79, Jl, 73, 73, 77, 74, 76, 85. 

Af-tcr complctins Job 3, read 'Section Five' In Progressive FlUna. 
Proceed to Job. 9. Check Job 9-96, 99, 92, 95, 91, ^7, 94, 98, 100, 93. 
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After completing Job 9, read pages 26 and 27 In Progressive Ftltni;; * 
You can now proceed to Job 10 in the orange manual (page 5). Be sure 
that you make out the proper cross-reCerence cards* Obtain extra 
Index cards from your teacher for this purpose. Remember, the cross- 
reference card always contains the same number as the main reference; 
but It must have an k" Immediately after it. After you have properly 
Indexed all of these cards (lOl through 150), check with the following 
key-ISO, 104, IA6, 134, 119, 131, 121, 115, 114, llO, III, 112, 108, 
130, 103, 109, I39x, 132, 135, 140, 127, 133, ll6x, 126, 128, 125, 120, 
124, 117, 123, 107, 113, 102, I06x, 132::, llO, lOl, 105, 116, 149, 144, 
145, 136, 143,129, 137, 139, 122, 146, 141, 147, 106, 133, 142. If 
you are In doubt as to why a card v;as Indexed In a certain position, 
chock with the teacher's key or ask the teacher. Don't proceed to the 
next step unless you thoroughly understand what you have done thus fart 

Skip Job 11 and proceed to Job 12. Bo sure to cross-reference 
the proper cards. After properly Indexing these cards (151 through 200), 
go to your teacher and ask for the test following Job 12. After this 
test has been checked, study your "Basic Indexing Rules" thoroughly 
and ask your teacher for the 'Alphabetic Indexing Rules'' Test. After 
thlc test has been -aken and checked, prepare a cover sheet for this 
entire job. The main heading will be FILING JOB Aj subheadings will 
be Filing Job Business English Test, Job 12 Test, and Alphabetic Index- 
ing Rules Test. 

You should now be ready to proceed to FILING JOB B. 
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Business English 

Vroofread the following sentences. If you see that punctua* 
tlon marks (commas, periods, question marks, exclamation 
points, semicolons, or colons) are missing. Indicate this 
by typing out the word before the punctuation mark and the 
missing mark In the ancwer column * If no punctuation is 
missing, type none In the answer column. 

I. Will you please have your check In the mall by 
Monday 

2* What Have you been Idle all morning? 

3. Mr. Jones asked how I knew the reason 

A. Jane will do the job, will she not 

5. Some people and I was one of thom--needed help. 

6. You are right we do need help. 

7. Another copy of Chapter V is needed. 

8. Wg left at 5:00 p.m. 

9. Something must be done at once. 

10. Wo need a good worker a really good one. 



6. 



Ansve7$ 



JWhatl 



reaislfe* 



notl 



3» noEei 



Off Icq i?ractlce. 

In the answer column. Indicate the order In which the 
given names should be arranged in an alphabetic file. 
Use the letters to the left of each name to show this 
order. 



Answifi 



I. 
2. 
3. 
A. 
5. 
6. 
7. 
8. 
9. 
10. 



(a) Ann C. White (b) 
(c) A. C. Wltltehead 
(a) Stephenson Associates, 



Thos. C. I^U.tchoad 

(b) Josephine 



Inc. 



Stevenson (c) Jose W. Stevenson 
(a) Linda D. Uughes (b) Mrs. Harry Hughes 
(Marsha) (c) Samuel D» Huggc 
(a) Dute-Dunlels Mgf. Co. (b) Benj. T. D-le 
(g) ISrnest Dalc-Danlcls 
(a) Suzanne F. Rice (b) faherrlll iUcks 
(c) A. D. Richardson 

(a) U. S. D'.p.:* of Defense (b) Dental Supplies, 
Inc. (c) United Automobile Workers, Inc. 
(a) Gapt. Earn Joncs (b) Cassell S. Johnfon 
(c) Bernard L". Drew 

(a) WlGc's Floral Shop (b) Koll Ellen Wise 
(c) Flowers, by DavU 

(a) Twelfth Jitrect Theater (b) 30-Duy Storage 
(c) Alvin G. f\;ain 

(a) vSU Ignacc Cleaners (j) C-indlce E. St. Ignace 

(c) Bertha S;ndor:on 



1. 
2. 
3. 
A. 
5. 

6. 
7. 

8« 
9. 
10. 
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FILING JOB B 



A. RESOURCES: 

1. Agnew, Peter L*,; Meehan, James R«; and Pasewark, William R. 
Clerical Office Practice . 4th ed. GlncinnatlJ South-Western 
Publishing Company, 1967. (Unit 9j Parts 1, 3, 4, 5, and 6). 

2. Kahn, Gilbert; Ycrlan, Theodore; and Stewart, Jeffrey R., Jr. 
Progressive Filing . 7th ed. New York: Gregg Division of 
McGraw-Hill Book Company, 1961. 

3. ICahn, Gilbert; Yerlan, Theodore; and Stewart, Jeffrey R., Jr. 
Student * s Guide, to Practice Materials I n Progressive .Filing. 
New Series. New York: Gregg Division of McGraw-Hill Book 
Company, 1961. 

4. Lanham, Frank W.; Stewart, Marie M.; and Zlmmer, Kenneth. 
ntisfn.^ss Enffligh and Gommunlcatlon.. 3rd ed. New York: 9^^&^. 
Division of McGraw-Hill Btok Cumpany, 1967. (Units 26, 27, zSi 
and 29), 



B. TO THE STUDENT: 

For the Butilness English portion of this job* read Units 26, 
27, 28, and 29 In your Business English textbook. Business English 
ar^ t^ nommiinication. While reading these units, write the answers 
ONLY to the class practice and proufreadlng practice drills on a 
sheet of notebook paper. After doing all four of these units in this 
manner, ask your teacher for the key and correct your answers. If 
an answer is wrong, write the reason on your paper (if a reason is 
given). 

When you are sure that you understand thcr.e four units, ask ysur 
teacher for the tests on the comma and the quotation mark. fheSe 
tests must be taken on the typet'ritcr. Use the standard heading in 
the upper right-hand corner of both papers. The main heading for 
the flrfit ant-wcr sheet will be COm-lA TEST, and the main heading for 
tht; second aniiwei.- sheet will be QUoTaTIjM ^L\RK TEST. -Be sure to 
use a Koparate sheet for each test and number the answers as you 
go along. Upon completion of thecc tcctc, take them to your teacher 
to check. If your test scores are toi. low, you may have to be to- 
tested; thercfoirc, U If. important that you prepare yourself properly 
before tald.n^i the tc?sts. 



ERIC 



4-0 -41 



As part of Filing Job #1, you should have read Unit 9, Part I 
(pages 245 through 258) In the COP textbook. Since you are using 
the basic Indexing rules found In Progressive Filing , .you will nat 
road Unit 9, Part 2, In the COP textbook; therefore, your next read* 
Ing assignment Is Unit 9, Parts 3, 4, 5, and 6 (pages 280 through 
326), In t'.ic COP textbook. After completing this assignment, &8H 
your teacher for a copy of COP TEST NO. 7 (South-Western Publishing 
Company). Take this test and return It to your teacher to check 
(again, It Is necessary to type your answnrs ONLY on a separate 
answer aheet with a proper heading). Before going any further on 
this job, wake sure that you understand the reaEon(8) If any of 
your answers are wrong. 

You should now be ready to type and set up an Indexing system* 
You have been given a blank set of 3" x 5" Index cards. There are 
two Illustrations of methods of typing Index cards on page 27S of 
the COP te/.tbouk. You are going to type cards exactly as shown on 
this page--the card Illustrated on the left Is a main reference 
and the one shown on the right Is a cross-reference. The only 
thing that you will have to type now will be the main references. 
N0TE--There Is one thing that you will have to type that Is not 
shown on these two lllustratlons-*a number In the upper right hand 
corner of every card. 

The first SO names that you will type on these cards are on 
pages 278 and 279 of th: COP textbook (Office V/urk Assignment 32). 
The last 25 nanes that you will type are on page 208 of the COP 
textbook (Office Work Assignment 33). l/hen all 75 of these cards ' 
have been typed properly, (let the teacher check) ask for the INDEX 
CARDS FILING TEST. You will be timed on this test, so make sure 
that your teacher writes the starting time on the answer sheet. 
When the test has been completed, brfng It Immediately to the 
teacher for recording the completion time and for checking. 

Prepare a cover sheet for this entire job. The main heading 
will be FILING JOB Bj subheadings will be Comma Test, Quotation 
Mark Test, COP Test No. 7, and Index Cirds Filing Test. 

You should now be ready to proceed to FILING JOB G. 



ERIC 



•42- 



EXAMINATION FOR FILING JOB B 



8£sr copy ^^,^5^ 



Business EngUah 

In the answer column, Indicate whether the following 
sentences are punctuated correctly by typing R If the 
sentence Is right or W if the sentence is wrong. «♦ 



Answers 
I. W 



1. Diversification for its own sake; however, can 3. . .„„R , 
be a costly experiment, 

2. May 31 is a good day to finish. ■ ^ . 

3. John Smith, Jr., will do the job. 

4. Prank Borman, the astronaut will give a speech. 0, . J* - , 

5. The novel, 'Gone With the Wind," was about the 

Civil Wur. ^* — 

6. "Haiti" she shouted. 

7. '•Such nonsense is unthinkable"! exclaimed Joe. —JL 

8. She ^id a fine job} however, we don't need her ^ 
help now. * — 

9. Miscellaneous is a difficult word to spell. 

10. Bud Smith left the job, Frank Jones took over. iL 

10. W. 



Office Practice 



In the answer column, indicate the order 

names should be arranged in an alphabetic file. Use the 

letters to the left of each name to show this order. 



Answers 

1. bac 

2. bae - 

3. cab 



1, (a) El Dorado Hardware (b) Ella Diwson 
(c) Dorothy U. Ellison . . 

2, (a) Arthur R. Loclwood (b) Wm. T. Lerry — SS^ 
(c> llenretta O'Lerry „ « aefe 

3, <a) North East oil Co. (b) Northeastern Fruit 5. 
Distributors (c) The Great Northern Trucking Co. 

4, (a). Sallie N. Myercon (b) Sally Ann Myars 
(c) S, N. Myarson 

5, (a) Bill the Barber (b) Kenneth L. Biltmore 



6. abe 

7. bac 

(c) Peter Billings - . 

6. (a) F. Simpson (b) Frank Simpson (c) Simpson ^''^ 
& Sons 0 tfl* 

7. (a) Utilities Dept., City of ^fonona, Iowa ^* °° ' 
(b) Kewton D. Dempsey (c) Utica Transport Co. 

8. (a) Kroger's, 17 North Main, Raleigh (b) Kroger's 10. ■ ■ 
341 Main St., R.'.lcigh (c) Kroger's, Roanoke 

Rapids . , , _ _ 

9. (a) Rhode Island National Bank, Pi-ovldence, R.I. 

(b) Georse L. I'orcy (c) Terry B. Reed 

LO. <a) Chas. Dewey-Drcws (b) Charlotte E. D;*ewe 

(c) Char lone Dcwey- Drews 
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FILING JOB C 



A. RESOURCES: 

1. Kahn, Gilbert; Yorlan, Theodore; and Stewart, Jeffrey R., Jr. 
Proaresslvo Filing . 7th cd. New York; Gregg Dlvslon of McGraw- 
Hill Book Company, 1961. (Chapter 3). 

2. Kahn,' Gilbert; Yerlan, Theodore; and Stewart, Jeffrey R., Jr. 
Student's Guide to Practice Materials in Progressive Filing. 
New Series. New York: Gregg Division of McGraw-Hill Book 
Company, 1961. 

3. Lanham, Frank W.j Stewart, Marie M.; and Zlnnner, Kenneth. 
Business English an fl Communtcatlon . 3rd ed. New York J Gregg 
Division of McGraw-Hill Book Company, 1967. (Units 30, 31, 
32, and 33). 

B. TO THE STUDENTS 

For the Business English portion of this Job, read Units 30, 
31, 32, and 33 In your Business English textbook, Business English 
and Communication . Vrtille reading these units, write down the answers 
ONLY to the class practice and proofreading practice drills on a 
sheet of notebook paper. After doing all four of these units In 
this manner, ask your teacher for the key and correct your answers. 
If an answer is wrong, write the reason on your paper (If a reason 
Is given). 

t^on you are sure that you understand these four units, ask 
your teacher for the English tests for Filing Job C. These tests 
must be taken on the typewriter. Use the standard heading In the 
upper right-hand corner of both papers. The main heading for the 
first answer sheet will be PARENTHESES, APOSTROPHE, CAPITALIZATION, 
AND /ABBREVIATIONS TEST, and the main heading for the second answer 
sheet will be FIGURES TEST. Bo sure to use a separate sheet for 
each test and number the answers as you go along. Upon completion 
of these tests, take them to your teacher to check. If your test 
scores arc too low, you have to be rctected; therefore. It Is impor- 
tant that you prepare yourself properly before taking the tests. 

If your grades have been low (D's and/or F's) on the filing 
tests that you have taken on Filing Jobs A and B, It would be to 
your advantage to review the reading aLslgnmcnts on those two jobs 
and to r^ctudy the basic indexing rules thoroughly. 
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Read Chapter 3 (pages 34 through 41) in Progressive Filing . 
Once you have read this chapter thoroughly* open your orange manuali 
gractlce Materials in Progressive Filing , to page 8 and begin fol- 
lowing the instructions. DO NOT SKIP ANWHING-DO EVERYTHlNf. STEP 
BV STEP AS DIRECTED IN JOB 18 S After completing Job 18» the sequence 
of the letters and folders (that contain something) should be as 
follows; A"2, 4, I5x; ^Vmer. Inst. Elec, En8rs."9; Am"25, 22; 
Ar--l, 3; Barstow, W. S., & Co.— 5; B--21; Beardslee Chand. Mgf. 
Co. "14, 13, 12; Be-13, 0, 16, 15, 10; Bl— II; B0--6; Brett & 
Goode Co.r-24, 23; Br— I2x; Bro— 17, 19, 7, 20 (a check mark should 
appear to the right of the 20). 

Disregard the instructions given for Jobs 19, 20, 21, and 22; 
and follow these Instructions: 

1. From the letters behind the partition card, select 
numbers 26«Q0. 

2. Inspect, index, code, sort, and file these letters. 
Prepare cross references If necessary. All corres- 
pondence from Benjamin Atwood should be filed under 
At'.;ood*s Camp for Boys. 

3. Prepare an answer sheet with the standard heading in 
the upper right-hand corner. The main heading will be 
MINIATURE LETTERS PILING TEST— ALPHABETIC. 

4. Take your correspondence file box and the answer sheet 
that you just prepared to your teacher and ask for the 
test. Your grade will depend upon the speed of finding 
plus the number of errors. 

You should now be ready to proceed to your last filing job. 
Go to page II in the orange manual, and follow the instructions 
given at the bottom of the page under Job 22— steps 5 and 6 ONLY. 
Ask your teacher to check all of your materials to see that they 
have been put away properly. 

Begin numeric filing by turning to page 12 of the orange 
manual and following the ihstructlonr for Job 23. DO NOT SKIP 
Al^YTHING-DO EVERYTHING IN THIS JOB STEP BY STEPJ Aftar completing 
Step 7, check your anmjer sheet with the following* Folder 100—4; 
Folder lOL-5; Folder 102-1'), 17, J; Folder 103-42, 14, 13, 12} 
Folder lOA— 16, 5; Folder 105—19} F;>lc;Gr 106—29, 24, 23; Folder 
107—26; Folder 103-27; Folder 109—30; Folder 110—31; Folder I'll— 33. 

Disregard the Inatructionn given for Jobs 24 and 25, and fol- 
low these instruct tonfc J 
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1. Remove the remalntng letters from In front of the corres- 
pondence file box. 

2. Inspect, Index, code, sort, and file these letters. 

3. Prepare an answer sheet with the standard heading In the 
upper right-hand corner. The main heading will be 
MINIATURE LETTERS FILING TEST- -NUMERIC. 

4. Take your correspondence file box and the answer sheet 
that you just prepared to your teacher and ask for the 
test. The grade will depend upon the speed of finding 
plus the number of errors. 

Prepare a cover sheet for this entire job. The main heading will 
be FILING JOB C; subheadings will be Parentheses, Apostrophe, Capltall* 
aatlon, and Abbreviations Testi Figures Test; Miniature Letters Filing 
Test--Alphabetlc; and Miniature Letters Filing Test— Numeric. 

You have now completed all of the jobs on fillngi 
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Business English 

In the answer column, type correctly any word and/or 
number that may be wrong in the following sentences. If 
there Is nothing wrong, type none in the answer column. 
Note: There will be one error or no errors in each sen- 
tence. 

1. 50 people were listening. 

2. We did not have 50 cents between us. 

3. Less than 5 percent of the members v;ere present. 

4. There arc ore thousand two hundred seniors 
graduating. 

5. The address is 1410 H. V/. 3 Street. 

6. How nany people are there in north and Central 
iVmerlca? 

7. A No. of people have left. 

G. Its just one of those things. 
9. There is one flight nonstop to Chicago. 
10. There arc three Us on the page. 



Answers 

1. Fifty 

2. none 



3. none 



4. 1.200 

5. third 

6. North _ 

7. number^ 
3. It's _ 



9. (nonstop y 
10. -S's 



Answers 



Office Practice 

In the answer column, type the word ^ or no to indicate I. X££- 
the accuracy of the question. 

yes ■■ 

1. Are card inder.es used both for records and indexes 

to filed papers? ^* £^ 

2. Do the triple scores at the bottom of the front 

flap of folders allow for expansion ** £2-- 

3. If a working top is needed as well as filing space, 

should a five-draver filing cabinet be purchased? 5. ijgs. 

4. Is it extravagant to purchase the best quality 

cards for permanent records? iSS- 

5. Is sorting the last step in preparing papers for 
filing? 

6. \>fhcn arranging names alphabetically, do you con- 

slder the second units If the firet unitr. are ^ 
exactly the same? o -„ 

7. Is Six the first unit to be considered when filing J* flo. 
the name The 613 Club ? 

8. In the ofte-poriod plan of transfaf, do only active 
papers occupy the enLirc capacity o.C the active 
files? 

9. Do care ticUlersi contain only guidon for month/ 
10. May visible records be of the posted-record type 

as well a£. the Index type? 
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TEr-i:EY ADDING-LISTING H'VCHINE 



A, RESOURCE: 

Agnew Peter L. and PascwarU, William R. Ten-Kev Addlng-Ltstlng 

Machine and Printing Calculator Couroe . 3rd cd. Cincinnati: 
C5outh-Western Publishing Company, 1963. 

B. TO THE STUDENT: 

Look over pages v-vil in the ter.tbook shov.'lrig the different adding 
machines that are available. Briefly notice the machine parts. 

The touch method means you learn to operate the keyboard ulthout 
looking at the keys. U£5e the fingering nethod shown on page 1. 
If you need help, ask your Instructor to show you the correct 
fingering method and demonstrate use of the machine. 

Each problem is to be done tv.'ice. If the answers do not agree, 
try once more. Aak your Instructor for help if you still cannot 
get answers that agree. Record your answers on the answer sheet 
provided for this purpose. Folluu thoso instructions on all lobs . 
Do the following jobs: 

Job No. 1 (Touch Addition), pages 1-4. 

Job No. 2 (Touch Addition 0-3 keys), pages 5-3. If your adding 
machine does not have a non-udd key, skip the numbers indicated 
as non-add. Example: 

1.37 

5.8^ 

Skip thlf number - 5.00 HA 

Your answer vLll bo correct because the number is recorded on the 
machine with the non-udd key, but it Is not added into the total. 

Job Ik), 3 (Ucpeatcd Digits), pages 9-12. 

Job Mo. 4 - (Cubtraction), pages 13-16. Note: It is not necessary 
to number the problems by using the non-«add key. However, this is 
one ufe for the key. 

Job No. 6 - (Subtotal), pages 21-24, • 



50 .51 



r 

Job No. 7 (Repeat Addition), pages 25-20. 
Job No. 8 (Multiplication), pages 29*32. 

After completion of this Job, ask your Instructor for Test H on 
the ten-key adding machine. Your grade will be based on the test 
and on the v;ork done during the week. 

Job No. 11 (Short-Cut Multiplication), pages 37-40. 

Job No, 12 (Decimals, Fractions, and Percentages), pages 41-44. 

Job No. 13 (Fixed Decimal Point), pages 45-43. 

Job No. 14 (Discount and Net Amount), pages 49-52. 

Job No, 16 (Chain Discounts), pages 57-60. 

Job N^. 17 (Constant Multiplication), pages 61-64. 

Job No. IS (Division), paget. 65-66. Note: Read directions carefully 
before doing this job. Check pages 112-113 for decimal reciprocals* 

After completion of this job, ask your Instructor for Test ^ on 
the ten-key adding machine. Your grade will be based on the test 
and the work done during the week. 

Job No. 21 (Divisions Remainder of Quotient; Decimals In Quotient; 
Decimals In Dividend and Divisor), pages 73-76. 

Job No. 22 (Credit Balances), pages 77-CO. 

Job No, 23 (InteroEt), pages 81-04. 

Job No, 24 (Percentage of Increase and Decrease), pages 85-88, 

Job No, 26 (Prorating), pages 93-96, 

Job No. 27 (Payroll), pages 97-100, 

Job No, 20 (UcconclUation of Bank Statements), pages 101-104. 

After completion of this job, ask your Instructor for Test i'^3, 
(South-WcEtcrn) on the ten-key adding machine. Your grade will 
be based on the test and the work done. during the week. 
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